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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 

FOR RECORDS RETENTION SCHEDULE 

. 
2epanment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgic, 30324, 

--l%TRUCTlONS: See Publicatipn No. 76-OM-? for instructions on completing this form. Forward signed sriginal to 

Attention: Scheduling Section. 
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. 
! 

, FOR AGENCY USE . -  
~oo~icarion Oat1 

! 7f77fb4 
' 4acwticn Num&r 
1- 

1. Agency Addresq 'FOR RECOROS MANAGEMSNT USE 
Geohgk  Po& ALLthohity Application Number 

3- 7 0 - L f - l  pc 
Dan Completed 

Finance Divhion, Chedit Union Vepantment 
P a n t  Oddice Box 2406 
Savannah. G@okaia  31402 Dato Hmived 

Checlit Union hnh&nt 972-964-3995 1 
i; 1 3. Action Requested . 
! 1- 3 Gtaotisn Retention eaxd will continua to accumulate. 
i b. 0 Disposa of Wecent no further accumulation antiawted. 
1 c. 4 Amend ApQliCation No. - Che&One: a Change; 0 Supercede: 0 Void 
' 5. Dma3 cf Sdrit: I 5. Recurdr Series Title Ifoilawed bv t i t f a  used in office: if diiferentl 
1 E a r k t  Latest  I 
. 7979 I To VaXe Chedit Union ThanhackLon FLte 

What is +he function of dro Division and the office in which th is  record series is  created? 

The Dhectoh 06 Finance LA henpannib& doh the accauntn 06 the  ALLthohity and a & b l h h a  I 

and kntdino accounting me2hah and phocedwreb doh the  ALLthohity. 
60h the  DheOtohn' me&tingb; 
all conthaotb, lmeh and agheements 06 the  ALLthohitY; phovida ph~teC.tiOn 06 the  abbe& 
w i t h  adequate iintehnd conakl phdceduhen and anbutra ph0pe.h inhuhance c o v m g e n  doh the  

v d a u d  diVLAionh. 
hdhted  dinanciae and cob2 data hecahdh ahe phepahed and d h f i b L L t e d .  
h a pant 06 kib haponhibLLLty.  

! He apphova all expenha 
hapanidble  doh f i e  auditing and accouvLt.ing p h o u ~ i o n h  06 

. 1 

I 

ALLthahity'n pwpe.z.tLen; c o o h d i m t a  the  phepwuxtion 06 t he  annuat budge2 Luith Zhe 1 

Undeh kib nupmuLAion, montkey &bmCiae hepohtn ahe publhhed and 
The Chedit Union i - 

7. RIcord Soria Dercription This file contains the following documents (indude form numbers and rifles, if any): 

I 

1 

j 
I 
I 

i 

I 

- 
Attach samples of the file. 

Maintaining a hecod 06 ixanhactianh 06 indiviciiduae mmbm od G.P.A. 
Chedit Union and acA.LvMa b&een Chedit Unian'and bank.  

E4onthey wohking &&A containing d e p o b a  n f i p n ,  voided chechd, buppoht 
doh mbcelhneoud deductionh, buppoht doh mbcelhneoud jowLnae ent&&, 
heqUenL.5 doh with&&, chedit union deducaYon change dam, bank 
bxktements, hecancieiationh and canc&ed check .  

Documents relating to: 

ladudad are: 

File is arranged: ChmnologicaLty 

f 8. Monthly Reference Rate How often are records referred to which are: 

I One to six monthsold ; Seven to twelve months old L; Thirteen to twenty-four months old a; 
twenty-five months and older 0 ? 

9. Annual R a t e  of Accumulation of Ramrds 
Letter-rize drawers ; Legal4ze drawers 1% ; Shelves ; Other (specify) 
t- 
i 
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a. Is this the official copy of the series? -. 

If not. w here is it? s l .  

b. does the series contain confidential information requiring securiw handling? If yes, cite law or regulation? - 
A - 

I , h. 1s there a duplication of this series in your office, or in another office or agency? 

I i. D-** 
. -  1 X I  i. l s w ( o r a p  7 

V ? 

11. Retention Requinmonts t h o  folbwing requires the series to k kept: 

years. . d. Audit period years. a. State Law 
e. Administratiw need A veart. b. Statute of limitatiqn 

L Fsderal law years. 7. Fediiral ri3tentionlnmunions ycdff. 

3 
L 

In years. _ _ _  __ 

. .  ~. 
Attach copy or excerpt of laws or regulations. Explainadministrative need. ' ' 

S h 4 - c  OF or\ kV mf;ov\ OK cL&5 ;s 6 yi'&ts (Gmj 3 -  maf'\, 

. .  
& L m k  0 - 4  us+ [ & . I  15.3. ,GG. App. 754, 2-70 S . E . 2 4  4qCIq80) 

_. 
. .  ~ . . ,  . .  . . .  , .  

I,. ' 

. .  P.C6.A. 47 . .  . .  . .  
12. ADomved OlspoJition lnrtrucdons . .~ ' . .  .' Th is  ~ agency . .  recommends tha t  the,file sdries~be &t art a t  thb end of arch: . .  

". .a Calendar Year: 0 Fiscal y a k :  0 Other then, 
. .  . .  . 

. . .  3 Hold in thd hKrent f i k  arm - ~* i manth(d year(d; then . .  . 
x Thanb6eh -to'vcuLet &oh ORQ y m ;  

. .  . .  " .  

Q %ansf& to local hdding'aiea, hold . w . y & a r ( s ) :  then. . .  
0 transfer to State Records Center: hold 

0 Transfer to State Archives for permanent retention. 
0 Other r'SpecifYj 

yearb); then 
Destroy. 

.. 

. .  - .  . .  ~. . 
. . .  . . .  

. .  
. , .  

. .  . .  .- . . .  . . . . . . . 

- ~~ ~- - ~ . ~  ~ 
~ ~. ~. ~ 

~- ~ 

~. . .  , . . .  . . .  . , . . .  . .  
. .  - .  . .  - I  . .  

-. . .  . . .  .~ . ,  - . .  , l , ~ .  

. .  

Theso instructions apply to all prior and future accumulations of the series. 

. .  

Recommendations in para- 
raph 12 are approved. 
flf disapproved, a t tad  / e m  
y f  explanation.) 

. .  

Recommendations in para- 
raph 12 are approved. 
Ilf disapproved, a t tad  / e m  
y f  explanation.) 



.~ , i . T ~ ~  ~~~~ ~- ~_ _ - ~  - .. ~ - ~ ~~~ ~ _~ ~~ ~ ~~ 

3. Action Requested 
. 

3 Estaotlsn Retention Scheddk; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. b. - - ~ c. -., Amend Application-No. _ _  ~ - - Che-cK One.: fl_ Change; 0 Supercede; p_VOid ~. ~ 

5, Remids Series Title /follov.*& b y  title used in office; if different] 

Cred i t  Union Transaction Fi:les '(Monthly Mrki;ng Fi.les , Ba.nk 
. 1 9 7 6 1  TO Date ~ Statements and Reconci l iat ions-) _ .  .. ~ 

- .- ~ ~ .... ~.~ _ _ _ _  __.~ . ~ ~ ~ . ~  _~ -~ . ~-.. . ~ - .  1 
b_Re&rd Series DescFiption This file contains - .  the following documents (include form numbers and rirles, if any]: I 
I /Maintaiiiir. a rec rd f 

Documents relating to: transac?ions OF Jn8 iv idua l  members w i t h  G.P.A. C red i t  Union and 
a c t i v i t i e s  between Cred i t  Union and Bank. 

Monthly Working-Fi les - deposi t  s l i p s ,  voided checks, support f o r  
miscellaneous deductions, support f o r  miscellaneous jou rna l  en t r i es ,  
request f o r  withdrawals from members shares account, c r e d i t  union 
deduction change form. Bank Statements and Reconc i l ia t ions :  bank 
statement, r e c o n c i l i a t i o n  and cancel led checks. 

Included are: 

! 

I 
I 

File is arranged: Chronological 
I 
I - _ _ ~ _ .  _.__ -. 

8. Monthly Reference Rate How often are records referred to which are: 
0 .  1 One co six months old 3 2  --; Seven to twelve months old -L; Thirteen to twenty-four months old 

9. Annual Rate of Accumulation of Remrds 
Letter-size drawers _-_ - - -; Legal-size drawers A_---; Shelves 

twenty-five months and older- 0 ? 
I-L_- _-------_.._I ______ ~ 

-; Other (specify] _.___ - - i- 
i 



- -  . I -~_ . - - . -~ .~ .~- . -  __ - -~ ~.. _I ~ .- ~ ~ -.-- _IJ 
2. AoGiQved Disposition lnstiuciions I This agency recommends that the f i le  series be cut o t i  a t  tht end of each: 

[XI Calendar Year; Fiscal year; 0 Other _c 

. .  . .  

i ~ .-.. L_-~.-_-then, 

Hold in the current files area -~~ - ,month(s) - 2 
Transfer to local holding area, hold 

:{ear(s); then 
2 ~ - .yeai(s); then 

0 Tranger to State Records Center; hold ~~. ~ . 

I2 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

. .year(s); then 

-. 
. .  

. . .  

These instructions apply to a l l  prior and future accumulations of the series. 

. .  


